Course Inventory System Quick Start Guide
	This document provides a quick start guide to using the online course inventory module. Part I outlines the basics of using the course inventory module. Part II provides the basic steps required to successfully create, submit and track an electronically routed - online course inventory requests. Part III provides the instructions to review, approve, or return a course inventory request submitted to you.


PART I – COURSE INVENTORY SYSTEM BASICS
· The online course inventory system can be accessed at the following URL: http://www.uta.edu/ra/real/loginscreen.php?view=8
· Enter your NetID and password (This is the same username and password that you use to login to your desktop/ or check your UTA email everyday) to login. If you have problems logging in please use the Forgot Password link for help.

· On successful login you should be directed to the Curriculum Activity Page. On the Curriculum Activity page, locate the Course Inventory Requests section.  The Curriculum Activity page is organized into the following sections:
· My/Departmental Requests– This section comprises of the saved or submitted course inventory requests for your department. A curriculum admin will be able to see the requests for all the departments (except the ones which are saved). 
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View – Preview of the request, Edit – (if available) allows editing a request, Review – (if available) approve or deny a request, Delete – (if available) deletes a request.
· Create a New Request – See Part II for details
· Requests for Review – This section comprises of any course inventory requests that are awaiting review and electronic approval from you
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· Routed requests – This section comprises of the course inventory requests from any department that are routed for approval. This section is visible to everyone.
· Completed Requests - This section comprises of the course inventory requests from any department that are completed and approved. This section is visible to everyone.

· The following diagram illustrates the different stages of the lifecycle of a online catalog change request
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· Save – The request is editable and can be submitted for review at a later time.
· Submit & Route – The request is submitted and routed for review.  It is no longer editable.

· Reviewed by Department – Departmental administrators approve or deny the request.  If approved, the request is passed to the next stage.  If denied, the request is returned to the initiator for editing.

· Reviewed by Curriculum Coordinator – The curriculum coordinator will approve or deny the request.  If approved, the request is passed to the next stage.  If denied, the request is returned to the initiator for editing.

· Reviewed by curriculum committee – The curriculum committee approves or denies the request.  If approved, the request is passed to the next stage.  If denied, the request is returned to the initiator for editing.

· Updated in MyMav – The request is accepted and changes are made in the MyMav system accordingly.

· Completed – The process is complete.

· Course inventory requests can be sorted in ascending or descending order by clicking on the titles above columns.  Click Department, Course ID, Prefix, Number, Submitted, Request Type, or Status to order the list in ascending order.  Click again to order the list in descending order.
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PART II – CREATE, SUBMIT & TRACK A COURSE INVENTORY REQUEST
· Start a New Course Inventory Request – There is one link to initiate a new request.
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If you do not have permission to start a new request, a link to request access will be provided in its place.
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· Enter the information on the Form. Some of the features available while entering the information are outlined below

· Collapsible present catalog listing – The present catalog listing section has a link to expand or collapse the section.  The present catalog listing serves as a reference while editing the proposed catalog listing.

· Departmental Reviewers – You must select at least one person from your department who will review your request.
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· Add a Reviewer – To add a reviewer, click the Add button to the right of the title Departmental Reviewers.  A search window will open and allow you to select reviewers from the university’s employee directory.  Clicking a person will add him or her as a reviewer for your request. Reviewers will review a request in the order they are added.
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· Reviewer Details – A reviewer’s e-mail address, phone number, and title are populated according to the university’s employee directory.  These fields can be modified by the user if they are incorrect.
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· Remove a Reviewer – To remove a reviewer, simply click the remove button next to the reviewer’s name.
· Options Menu – This menu lists all the important functions available.
· Curriculum Home – Return to the Activity page without saving the request.
· Save Request – Save the request and complete it at another time.
· Submit Request – Submit the request for review
· Reset – Resets the fields of the form to the last saved version.
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· Proceed to the next step by submitting the request (A submitted catalog change is no longer editable).

· You can now track the progress of your request in the activity page.

PART III – REVIEWING A COURSE INVENTORY REQUEST

· If there is a request pending your review, you would have received an email in your UTA Exchange Email account. Please use the link provided in the email or http://www.uta.edu/ra/real/loginscreen.php?view=8&cc_view=2 

· Click on the Review link located next to the catalog change request with status Routed. This will open the form preview where the reviewer can see the details of the request and Approve/Return the request by clicking on the Approve/Deny buttons.
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For more information, please contact the Undergraduate Assembly ( http://www.uta.edu/min/Minutes1.html ) or the Graduate Assembly ( [url] ).
For Technical Questions contact ERA Helpdesk at 817-272-1061 or email us at erahelpdesk@uta.edu. 
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